Donation Excel File Instructions
Access the files:
1. Navigate to the designated folder for this project>YOUR NAME  
2. In this folder is a batch packet .pdf and a matching Excel file. Each file has the same name.  The batch packet includes 30 scanned checks and a lead sheet (Page 1).  
3. Transcribe information from each scanned check into the Excel file.  One check = one row in the Excel file. Instructions for entering information are included in the Excel file. Do not return within any of the cells.  If you want to indicate a return use a dash “-“ to show where a return would go.
Enter the information in this format:  
4. The names on each check will specify which blue columns to fill out per row. Only ONE NAME Identifier needs to be completed per row.
a. One person - enter first name and last name in columns A, B.  Do not fill in Household, Organization or Profile ID if you fill in first name and last name.
b. More than one person with same last name - enter Last Name, First Name and First Name in column C. Do not fill in columns A, B, D or E
i. If the last names are different, enter the name of the person who signed the check as an individual into columns A,B. 
c. An organization - enter the name of the organization in column D.
d. A commercial charity or other community foundation - enter as an organization in column D. If the check is from a Donor Advised Fund (DAF), add the name of the fund in the description column and the name and address of the donor in the custom message column. 
i. Examples of commercial charity:  Fidelity Charitable, Schwab Charitable
ii. Page 2 has a list of known commercial charities & their profile ID’s.
iii. Do not fill in the address or phone if you use a profile ID.
5. Enter phone if listed on the check in column F.
6. REQUIRED: Address, City, State & Zipcode enter all of the address lines from the check. Only if you are NOT using a profile ID.
7. REQUIRED: Check date enter the date on the check into column L as the donation date.
8. REQUIRED: Check amount enter the amount of the check in column M.
9. REQUIRED: Check number enter the check number in column N.
10. Memo line - OPTIONAL - enter in column O if memo line includes anything other than the expected default memo text.  
11. Do not edit columns R, S & T or cells (grey color).
Reconcile:
12. Verify the totals - once your 30 check batch entry is complete, verify that the calculated fields above the date and amount column match the totals on the lead sheet.  
13. Save again…never trust auto save.
14. Email [designated contact email] once the packet is complete.  
EXAMPLE TEMPLATE

Known Commercial Charities & Profile ID’s
· List the name of each known commercial charity along with its CSuite Profile ID. Add all relevant charities for this project below (e.g., Fidelity Charitable: 8578, Schwab Charitable: 8577).
